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PATHWAYS TO SUCCESS: HOW TO MAKE IT IN
YOUR NEW JOB
I.

GElTING OFF TO THE RIGHT START

YOU'RE HIRED! CONGRATULATIONS! What a glorious feeling
of success! What a feeling of relief! Your hard work has paid
off - those years of school, that time-consuming job search
with its applications, interviews, and days of waiting to hear
the verdict. Finally, you can wake up this Sunday morning and
reach for the funnies, the sports section - anything but the
classified ads!
Enjoy those well-earned feelings. Celebrate! But before you
start that new job, realize that the real work is just beginning.
1::i.QYi you start your new job is extremely important - to how
successful you' II be, to how satisfied you' II be, to how far you
might go with this new company.
This booklet talks about how to get off to a good start in your
new job. From day one, and even before, there are things
you can do that make for that positive first impression, build
productive relationships, and ensure your excellent performance.

What Should You Expect On Your First Day?

Each first day on each new job is, of course, going to be ·
different. But anticipating in advance what might happen
will help you feel better prepared to deal with whatever does
come your way. Some things you might expect to happen on
your first day include:

l.

Introductions. When you report to work for the first time,
you can expect to be shown around the facility and
introduced to new people. If there are many introductions, don't expect to remember everybody's name, but
make sure you act friendly with those you meet.

2.

An orientation. There probably will be an orientation so
that you can become familiar with the people, the
company (and how things are done around here), and
your work.

3.

A meeting with your supervisor. Your first day should

begin with a meeting with your new boss. He or she may
spend a lot or a little time with you, depending on the
nature of your job and how you will learn it.
4.

On the other hand, be prepared for the company not to
be prepared. Some companies, especially small com-

panies that don't hire new people regularly, may be
unprepared to help you get started in your new job. If this
happens, you must take ·it upon yourself to introduce
yourself to others, and ask for the information you need.
5.

Be prepared to ask questions. When your new job is

being explained to you, be attentive and listen carefully
so that vou are not asking unnecessarily about what has
been covered already. But if there is something that you
missed, you didn't understand fully, or something was
over-looked, NOW IS THE TIME TO ASK QUESTIONS.
6.

Feeling like you're in a fish bowl. If you feel like you' re on
display, it's because you are. Remember your basic
good manners and hold on to your faith that all of this
newness will soon be familiar, and you'll survive.

What Will Be Expected Qf..Yml On Your First Day?

It almost may be easier - and certainly more reassuring - to
talk about what isn't expected of you on your first day. No
reasonable boss or co-worker should expect that you will
remember everything that was told to you (although you
should strive to retain as much as you possibly can). You
should work to understand the basic content of what is told to
you, of what you are responsible for, of how you should do
your job. But if your work is at all complex, you most likely will
not remember every detail.
Some expectations others will have of you include:
1.

You will be attentive, listen carefully, and be enthusiastic. That you will show interest in what is
being said, and will be eager to learn.

2.

You will ask questions.

3.

You will give whatever you're asked to do your
very best shot.

Keep in mind that many companies view the first several
months of new employment as a probationary period to see
"ifthingsworkout." ltis importanttorealizethatthistrial period
is two-way street; you will be evaluating the job and the
company, as well, to see if in fact the fit is a good one.

How To Reduce Your First Day Jitters
1.

Bolster your confidence. Keep in touch with those welldeserved feelings of elation you experienced when you
were offered your new job. Remember, you were
chosen over all the other candidates interviewed because your employer believes you will succeed!

2.

Show up at least five to ten minutes early.

3.

Find out in advance where you're going.

•
•
•

Make sure you know how to get to your new job.
Make sure you know where to park once you get
there.
Know the name and location of the person to
whom you'll report.

4.

How you look makes a difference. If you are unsure
about how people dress, ask ahead of time so you
don't feel out of place. Dressing like the others will help
you feel like you belong and be accepted more quickly.

5.

Prepare your clothes and other work materials the night
before you start your new job so that you can avoid that
last-minute rush that can leave you frazzled - and
possibly make you late - that first morning.

6.

Be prepared. Bring some supplies with you such as a
pad of paper and pen so you can jot down names and
notes. If you are unfamiliar with policy and practices
about lunch breaks, you may want to bring a sandwich
along - just in case.

BUILDING YOUR FOUNDATION FOR SUCCESS

II.

Ok. The first day is behind you. You are certainly not yet
feeling like you deserve that pay check. But that feeling will
come with time and with a lot of effort. The burning question
becomes, "What can I do to ensure my success on the new
job?.

DEVELOP A WINNING STYLE

Winning Attitudes and Behaviors
1.

Have a PMA. People are attracted to those who are
optimistic, enthusiastic, and consistently up-beat. In
other words, they like to work with people who have a
POSITIVE MENTAL ATTITUDE.

2.

Be a self-starter. Look forwhat you can do, not what you
can g~t out of doing. If you don't have any work to do,
ask others if you can help them out. Or come up with a
suggestion and ask the boss if he or she thinks it's a good
idea and if you can work on it. DON'T WAIT FOR
SOMEONE ELSE TO SET THE PACE FOR YOU! And remember to keep working as hard as ever - whether or not
the boss is there.

3.

Show commitment to your job.
•

Get to work on time (that means in the morning,
after breaks, and after lunch).

•

Don't be the first out the door at quitting time.

•

Don't be a clock-watcher.

•

Don't miss work unless you are very ill. Remember,
absentees interrupt the work schedule, make it
harder for their boss and co-workers, might miss
important information, and give the impression
that they can't be counted on.

4.

Be reliable. Be at work when you should be there. Get
your work done well and on time.

5.

Be flexible. Be willing to do the boring and unpleasant
tasks that are a part of everyone's job in one form or
another. Be ready to help out a co-worker or another
department, if that's where you're needed. Don't ever
think or say, "it's not my job!. The more flexible you are,
the more valuable you'll be to your department, your
boss, and your company. And the more likely you'll get
promoted sooner.

6.

Be tactful in dealing with others. Think before you speak.
Stop and ask yourself, "What is the best way for me to
ask Tom to do this for me? How would I like to be asked?.

7.

Be a problem-solver, not a problem creator. Before you
go to your boss or a co-worker with a problem, see if you
can't resolve it yourself. Or if you at least can't come up
with a few ideas of how it might be resolved. When you
talk to someone about it, tell them the problem and
then tell them your ideas for how to correct it. You want
to be part of the solution, not part of the problem.

8.

Leave your personal problems at home. If you had an
argument with your mother, your boyfriend, or your wife,
don't bring it to work with you. Don't discuss it at work
and don't deal with it on company time.

If the problem is something so jmportant that it keeps
you from doing your work, you should then tell your boss
in private. State the problem, and explain that you are
working to resolve it. If you need more help, you might
ask if your boss can suggest someone for you to talk with.
Po not expect your boss to be your counselor. Your boss
will admire you for trying to take action on your personal
problems.
8.

Don't Join in gossip. If someone gossips to you about
someone else. change the subject. You wouldn't want
others talking about you so don't gossip about someone else.

MASTERING YOUR JOB

Your goal should be to become an expert at your job. You
should strive to be the best possible burger flinger, secretary,
widget welder, whatever, that the company has ever seen.
The odds are that you' re going to spend more time at your job
during the course of the week than doing any other single
activity, so you may as well be the best you can be. Along
with being the best (or at least very good) come feelings of
self-satisfaction and recognition from your employer - in the
form of praise, increased pay, or promotion.
How do you do that? How do you master your job? In a
number of important ways:
1.

First you must understand what your job is, what is
expected of you, and how what you do fits into the
company.

2.

Once you understand your job, you must learn how to
do the work.

3.

And finally, you must become very good at doing your
job - so good that you are able to finish the required
amount of work on time.

Let's look at each of these items one by one ...

Understanding Your Job

Clearty, the first and most important thing you need to understand is what Is the job and what Is expected of you. This
information will come from your boss and from other coworkers involved in the same kind of work. You need to know
clearty the answers to these questions:
'"What does my boss expect of me? What does the
company expect of mer
'"What does the final product look like? How does my
work fit into the final product?·
'"Where does the work I do come fromr
'"Where does the work I do gor
'"If my work isn't done on time, or isn't done well, who
does it affect directly? Who does it affect
indirectly?·
Learning the Work

Once you understand what work must be done and your
specific role in that work, you are ready to learn howto do the
work. Learning a new job is much like being a student again.
You may learn about your new job in a number of ways:
1.

You may be asked to read manuals or other instructional materials.

2.

You may be asked to participate in a training class
which is much like a class In school.

3.

You may be shown how to do the work and be expected to imitate what you see.

Or you may learn how to do your Job In a combination of these
ways.

Striving for Excellence, or Delivering Quantity and Quality

on Time
There are two important parts to being an excellent worker:

1.

You must denverthe reaujred ouantitvio the ciobt amount
of tjme (it might be the number of items you have to
make or the number of customers you have to serve, for
example).

2.

Vou must strjye for quality- that means trying your very
best to make NO mistakes!
GmlNG ALONG WITH OTHERS

Getting along with others plays a major role in how successful
you'll be on the job. Working for a company is much -like
playing a team sport - it takes a group of people working
cooperatively to win the game!
Getting Along with Co-Workers
Developing good relationships with your co-workers is important to how successful you can be and to how much you will
enjoy your work. Since you won't be able to pick who you are
going to work with, you probably will find that there are some
co-workers that you find it easy to be friendly with, while there
are others that require some effort to get along with. Be sure
to give those relationships the extra effort they require. You
will find that by getting along with everyone, work will be a
much more enjoyable place to be.

Ten Ways to Develop Good Relationships with Your Coworkers

l.
2.
3.
4.
5.
6.

7.

8.
9.

l 0.

Be considerate.
Be patient.
Be courteous.
Be tactful.
Be honest.
Listen carefully.
Think before you speak.
Keep confidences.
Always complete your work on time and
with good quality.
Be willing to pitch in to get the job done.

Getting Along with Your Boss

If getting along with co-workers is important - and it ~. getting along with your boss can make or break your career at
that company. Just as you will or won't like some co-workers,
and they will or won't like you, the same is true of your boss.
However, it is really in your best interest to develop a good
relationship with your boss. But, what exactly does it mean to
have a good relationship with your boss?
It is important from the beginning to get a feel for your boss's
style, or what makes your boss most comfortable. For example, one boss maywantto know about every little problem
or glitch that has happened during your shift, even if you and
your co-workers have resolved it. Another boss might want to
know only about problems that you weren't able to solve.
Or one boss wants you to make as many decisions about your
work as you can, while another wants you to run to him or her
for their in-put on every little decision.
By figuring out these kinds of things about your boss, you start
to understand how you can act in a way that matches their
style.

HOW WELL ARE YOU DOING ON YOUR JOB?
Your first few months on the job, possibly even your first six
months, are probationary. That means that your boss is
evaluating such things as your work quality, your work habits,
your attitude, and how you get along with others to decide
whether you should continue in your job.
When you were in school, you knew when you were being
evaluated: the teacher gave you a test. You could study for
it, cram for it, and otherwise get psyched for a particular time
on a particular day. At work, there is no such thing as a test.
The fact of the matter is that you ore being watched on o doily
basis. Each and every day, information is being collected
and your boss is deciding how well you are doing your job
based on what he or she sees.

Some of the Things That Your Boss Might Look For

l.

JOBKNOWLEDGE. Howwelldoyouknowyourjob? How
well do you understand how what you do relates to the
rest of the company? How well do you understand the
company's products and services?

2.

QUALITY OF YOUR WORK. How well do you do your job?
Does your work meet the company's standards? Do
you repeatedly make mistakes on your work? Does your
work have to be re-done by you or someone else? Does
your work have to be thrown out?

3.

QUANTITY OF YOUR WORK. Do you do the necessary
amount of work in the right amount of time? Is your work
late? Do you hold up the work of others because yours
isn't finished?

4.

COMMUNICATIONS. When you talk with others, are
they able to understand what you are telling them? Do
you tell people things in a way that is tactful? If you have
to write on your job, do you get your point across
clear1y?

5.

ABILITY AND WILLINGNESS TO WORK WITH OTHERS. Do
other employees like to work with you? Are you easy to
get along with? Or, do you cause problems with others?
Are you cooperative and willing to pitch in to get the job
done?

6.

CUSTOMER RELATIONS. If you are in direct contact with
customers, do youtreatthem with respect? Do customers like to come back to you for service? Or, do
customers complain about you?

7.

ATTITUDE. Are you interested in your work? Are you
enthusiastic? Do you have a positive attitude about
your job and about the company?

8.

DEPENDABILITY. Are you reliable? Do you come to work
every day? Are you on time? Do you give your work
·
your best shot?

9.

MATURITY. Are you able to take criticism? Can you
admit when you are wrong? Do you react to situations
appropriately, or do you over-react?

10.

PERSONAL APPEARANCE AND HABITS. Do you dress
appropriately for the job? Do you have good personal
habits that make you a pleasure to be around, or do you
have habits or poor hygiene that cause others to want
to avoid you?

The Performance Appraisal
Most large organizations, businesses, and government have
something that is called a "performance appraisal· or a
"performance evaluation: This performance appraisal is a
process that is used to do a number of things:
1.

To help your boss determine how good a job you
are doing for the company.

2.

To help you and your boss understand your
strengths and weaknesses so that you can improve where you need it most.

3.

To help you understand what other job(s) you
might be ready for next, or might work to get
ready for.

4.

To give you and your boss a chance to talk about
what job(s) you might like next, or what your
career path might be with the company.

In many companies, after three months, six months, or one
year, your boss will complete a performance appraisal for
you. He or she will evaluate you in a number of ways, similar
to the ten areas discussed earlier. Most likely, if you work in a
large organization, there is a form that your boss will fill out. (It
is possible that you may be asked to fill out a copy of the same
form on your own performance).
Your boss will then sit down with you in private to discuss how
you are doing, what you are doing well, and what should be
improved. How you can learn to improve in the areas that
need it should be discussed also. You may then be asked to
sign the form.
If there is no formal appraisal process, like the one that was just
described, you may want to talk with your boss three or six
months into your job to find out how he or she thinks you are
doing. Ask specifically, What am I doing well? What do I need
to be doing better? How can I learn to improve in these
areas?

Ill.

GETTING AHEAD

It's never too early to take a look at where else you might go
in the company. In fact, the smart job seeker considers
opportunities for career advancement when deciding what
job to take.
But certainly, once you are established in your job, have
begun to master your work, and get a real feel for the
company, it's t~me to think about what other jobs you might
like to have. That doesn't mean that you're ready to make a
move already. It does mean that you can start to look at ways
to prepare yourself for your next job.
There are several ways to go when you think about taking
another job. For one, you might decide that in a year and a
half or so you would like to have a job like your boss has
(maybe he or she is a supervisor). Or, realizing that your boss
isn't likely to move out of his or her position in the near future,
you also might start to look at other jobs at the same level as
yours that would enable you to learn new and different skills.
This process - of thinking about what career moves you
might like to make next - is known as "career planning.·
Career planning is something that is often done with your
boss. Earlier, we talked about career planning being a part
of the pertcrmance appraisal process. Clearly, if your boss
doesn't bring up this subject, you should because your boss
will be in a better position than you are to know what opportunities will exist at your company in the future. And your boss
can help you get ready to move into those positions - by
getting you the right training, by helping you broaden your
skills, or by giving you added responsibility.

IV.

A FINAL WORD

This booklet has pointed to some important pathways to
success by discussing:
•
•
•

How you can get off to a good start in your new
job
What you can do to succeed at your job, and
How you might begin to look at your future.

While no single resource will answer all your questions, hopefully, this booklet has started you thinking about some of the
important aspects of job success.
During the course of your work, it is likely that you will encounter different problems that you won't know how to resolve.
You may want to refer to books that have been written on
these various topics. In addition, it is often a good idea to ask
the advice of others who are interested in you - family
members, friends, co-workers, or your boss. Keep in mind that
with each problem you face and resolve, you will become an
even more capable worker. Good luck to you!

Credits

This booklet was prepared for the
Maine Occupational Information
Coordinating Committee by Marla
Mosser. The MOICC insures equal
employment, equal educational
opportunity and affirmative action
regardless of race, sex, color,
national origin, religion, marital
status, age, or handicap.
By notifying the MOICC for
permission, Maine based
organizations may reproduce this
booklet, not for sale, but for local
use.
MOICC Staff:
Susan Brown, Executive Director
Denis E. Fortier, Program Manager
Stephen D. Thompson, Program
Manager
Cynthia Gray, Secretary
For additional information contact
the MOICC, Station #71, Augusta,
Maine 04333-0071 or call 207-289233 l.
Graphic design:
Robert Meyer Communications,
8 Maple Street, Augusta, Maine
04330 (623-4571)

~

1

r
l

~

I

]

,,.:i,
,•

,,

l

Printed under appropriation number 010-12E-1200-152

